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Position Number - 0018 and 0477 


Personnel Officer (GS 0201. “02 42) 
25X1A8A [(c_] Departmental, Support Staff : i 
ae : Personnel Se euhae 
Foy « DUTIES: 


A, Summary 
| The incumbent serves as Chief of the Unit b PeapOnet te 


for all phases | of persouves administration in Suppor — or 


: ‘and related activities horn ys. . 
: 26K1C and [____}nstaliations. , Participates in planning, ae 


pDLementane and directing personnel administration Sey oe 
“in support of world wi a —§ activities affecting some 
| Cate emplovees, staff agents, and military detailees, 
en ce type A contract employees nee [ Tearees agents), 


2 
Ppxsieontract agents and re aa tases in several 


proprietary projects. 
B, Duties & Responsibiliticos 
ne: ee %t. Implements Agency personnel policies and regulations 
25X1A 


as well as DDP and istructions. Provides staff advice 


mie 
; ~ wae va: ' ae 1A8A 
and guidance to the a Keeps Chief personne 


a5X1Aaev! sed on personnel decisions and pronplemns and deals directly 
with the Chief and Deputy Chief of the[ | on. personal 
~ matters of ali types. *25X1A 


9, Implements and directs a program for meeting pe ersonned 
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requirements for the orderly screening, selection, hiring 
a os a ; oe 25X1A 
¥ of applicants, and the assignment, training, utilization, 
oe reassignment and placement of the [____] personnel to meet 


me . world-wide requirements. This ineludes the, use of staff, 


military, a and pnopiietany soar and | liaison 


he with other career services, area divisions and various 


‘yelated components. 


3. serves as Recording Secretary to rs eae 


a 
t 


5X1 Atanagement Committee, Compiles background material on 


‘the [___] personnel as required for PMC meetings, and is 
responsible for initiation and follow-up of policies and 


decisions resulting from”PMC action. 25X1A 


4, Provides advice and guidance to the eet 


regarding position titles, grade structure organization 
S ; ’ , to) ’ 


* 


aie | | 25X1A 
7 5, . Provides advice and guidance as well as employee 
relations counseling, to i ail personne? on administrative, 
procedural, technical and personal questions and probiems. 
6, Prepares correspondence on personnel and adminis- 
trative subjects including cables and dispatches to the 
field and monitoxrs action trattic of other Area Divisions 
which pertains to ae 
: £ 


J. Develops and maintains stutistices for input into 


special and one-time reports as well as yeekly and monthly 


% 
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8. Conducts continuous liaison with various Headquarters 


components in order to provide appropriate support for 


” 


the [__Jand related activities. 

9, Reviews assignments, areas of assignnient, cir- 
cumstances, ete., to insure established cover is adequate 
for personnel to meet requirements of their assignment.’ 

10. In addition to the above duties the present in- 
cumbent has been designated the Women's Affairs officer 


for the Division and as such serves as women's repre- 


4 as 


sentative at the Personnel Management Committee meeting. 


Cc, Supervision 


* en emer nermmrnn . 
a : ote s 
The incumbent is under the supervision of the Chief 
A8A ; ee: : 
and DC Pers who provide technical and administrative 


supervision over this position. The incumbent participates 

25X1Ain all phases of personnel administration in support of 
ie i lee exercises day-to~day supervision over 
one Personnel Clerk/Assistant (D-Careerist). . 


I Job Requirements 


This position requires extensive background and experience 


in all facets of the personne! function as practiced with- 
in the Agency in general and the DreP in particular. iIn- 


cluded in these requirements ave Knowledge and ability in 


such. areas selection of new personnel, ountracting procedures, 


placement, promotion exercises, ti nining and orientation, 
handling of personnel problems/sensitive cases, pos siticn 
mingwenend, tUiivel, vetirement and oaployee guidance and 


el 


LUI i301 
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ty in such related functions as assessment 
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and evaluation, medical processing,[ security, finance 


and occasionally logistics are often needed as well as 


ee a good working knowledge of regulatory material in all of 


« 


oe these subjects to perform acceptably. This ‘should all be 


at such a level that the incumbent can handle staff work 
ee . within the Division 6 provide the required support to the 
assigned organizational element (s) and through the Chief 
and Deputy Chief Personnel, to the Division Chief and 
conduct required sf esS03 with other Agency componshts such 
as DDP/OP, DDP/NSP CSPS, OMS, OP/SPL, OP/CPD, A & HE Staff, 
ccs and others. - 


i “> » Ii Scope and Difficulty 


ema 


ie on : The incumbent works under the supervision of the Chief 
and Deputy Chief of the Personnel Section who retain final 
reviewing authority. PETE they must be able to implement 


Agency personnel policies and reg sulations as well as DDP 
me 


i ~ -25X1A8A | and[___Jinstructions with minimum supervision in providing 
staff support to the assigned ee ere ee al elements includin 
Brea liaison with other components, Guidlines in the day~to-day 
conduct of business ore derived from written regulatory 
mater rial and supervision as required, but e major Source is 
the basic background and previous eaperience of the ineune 
bent applied to the current situation to arrive at sound 


+o 


GeclSivas ana praeecuaves , 
be PebOns boo ia) 
Vado lbatumoonit 2S vespousiple for of personnel 
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25X1A 


ar 
at alo oh 


or sensitive matters they are required to seek guidance from 
their supervisors as well as discuss their recommendations, 
however, unless there are cverfiding circumstances staff 
work accomplished by the incumbent and the recommendations 
based there on will hold and be acted upon, ‘The level of 
decision making and commitmeht authority could, with proper 
coordination, Becoris pigseron level from a staff support 


stand point. 


IV. Personal Relationships . a 3 


cr ne mee and 


* ee 


The incumbent must develop personal relationships with 


the employees, the Division elements they service-.on a 


daily basis, and other Agé@ncy components such as indicated. 


in I above on a continuing basis, These relations are genera 


to exchange information, to provide staff support and to 
persuade others to take action required in the accomplishment 


of assigned funetions., Contaets range from the assistant 


level to the[ _Pavision, and sometimes to the Office 


of a Directorate level, The incumbent is expected to be 


competent in coping with any level of lisison or coordination 


level required in the accomplishment of their assigned duties, 
fe Do 
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